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Resume

Selling Yourself on Paper - The Resume

Resume (Ban tiéu so viéc lam) la phan quan trong
trong phudng trinh tim viéc. Bé la chia khéa mé ctia
vao hang, vi né gilp quy vi tiép xuc trdc dién lan dau
tién v4i chu nhan cua ndi xin vao lam. Vay can khai sy
tU dau? Co thé trinh bay ky nang theo cach nao cho
hdu hiéu dé chu nhan thdy quy vi chinh 1a dng vién cho
cbng viéc?

Do 1a mét vai cau hdi quy vi phai giai dap khi tién budc
trén quang dudng tim viéc lai. T théng tin nay phac
thdo mot s6 gdi y dung viét resume that hap dan tu viéc
bay td muc tiéu dén trinh bay ky nang.

Thu Gon Y Chénh

MuGi dén ba mudi giy... D6 |a thdi gian mot chd nhan tiéu
biéu dung dé doc Iudt resume. Vay c6 thé lam gi dé ban
tiéu so “néi bat 1&én”? DU chi méi khai sy viét hay cap nhat
resume, quy vi nén nhd 1a chi nhan sé tim diém tudng hdp
gilia ky nang can thiét cho cong viéc va kinh nghiém, do do
can diéu chinh nang ldc va thanh tich theo céng viéc mudn
lam. Sau day la mét vai hudng dan thong thudng:

= Thuyét phuc nguoi doc ngay tu dau - Muyc tiéu (néu co)
phai dudc trinh bay ngan gon, va can tap trung vao cd hoi
viéc lam cu thé. Nhling ky n&ng va nang lyc t6t nhat cling
phai dudc liét ké tai dau trang, trong phan tém ludc ky nang
ho&c phan md ta cong viéc dau tién. Nén lam sao cho chu
nhan dé dang thay dudc chic vu va tén hang khi doc ludt
ban resume. Thong tin thiéu trat ty hodc tdn méac rat kho
theo doi va sé bi ngudi doc bo rdi.

=» Trinh bay kinh nghiém lam viéc méi nhat - Nén ghi cu thé
ba dén nam vi tri cudi cung hoac viéc lam trong mudi nam
gan day. Chi tom lugdc nhiing vi tri da dam nhiém rat sém
trong resume néu ching dac biét lién quan dén céng viéc
dang xin lam.

=» Lam ndi bat thanh tich - B4t cu ngudi nao doc Iudt
resume cling phai xac dinh dugc thanh tich ctia quy vi.
Pling lam ngudi doc sa lay vi nhiing diém it quan trong hay
lap lai cac chi tiét chung cho nhiéu vj tri. Tiéu st viét dai
dong - chia cac doan van va cau dai - 1am mat rat nhiéu
thai gian dé doc va dién dat qua it.

= Viét resume “hap din” - Ban tiéu st phai c6 cach trinh
bay dep mat va chuyén nghiép, c6 nhiéu ché tréng gitia
céac doan van. Bung nhdi nhét qua nhiéu théng tin vao mét
trang ho&c c6 gang qua mdc vdi kiéu chi dac s&c hay gidy
la mét.
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=»Ding tu biéu thi hanh dong khi néi vé thanh tich - Mot
vai thi dy: phan tich, thyc hién, thiét tri, xem xét, khai su,
quan tri, van hanh, dé nghi va giam sat.

=» Can than kiém tra chanh ta ban resume - Tranh |6i
chanh ta, 16i in va sai van pham. Can c6 it nhat hai ngugi
khac nhau xem lai trddc khi in va ggi di.

Chuin Bi Danh Sach Kiém Tra Resume

Khi viét xong ban thao resume, quy vi nén tJ hoi nhing
diéu sau day:

v/ Resume cd bi 16i khdng? (Léi in, 16i chanh ta hodc
dung ti khéng hdp)

v Co trinh bay dung trong tdm muc tiéu nhung khong
qua ngén gon khéng?

v Co6 dung tu ngl dinh Iidng d& nhan manh thanh tich
->

Chuong trinh/hang thué muén cong bang. Cac dich vu va hd trg phu

troi cho nhiing ngudi tan tat déu c6 san néu yéu cau. Danh cho bj lang
tai/khiém khuy&t am ngtt (TDD/TTY) 1/800/439-2370 - Dién thoai bang
I5i (Voice) 1-800-439-0183



Tu Quang Cao cho Minh Trén Gidy - Resume

khong? (Nghia la s6 tién ban dudc, s6 nam kinh
2 nghiém, v.v...)

v C6 cho biét thanh tich hdn ca ky nang va nhiém
vy khéng?

v Ngén ngui c6 rd rang va dé hiéu khong?

v Dabo hét thdng tin ca nhan khéng lién quan
chua?

v Tiéu st cé nhan manh Igi ich cho chi nhan cua
nadi xin vao lam khéng?

v Tiéu sti ¢ lam cho ngudi doc muén xem khéng?

v Tiéu st c6 dudc in trén gidy t6t, loai chuyén dung
khéng?

v Céch trinh bay cé lam phai chu y khong?
v Nhiing diém manh cé néi bat 1&n khéong?

v/ Ky nghé/Loat san pham clia chi nhan trudc dé
¢6 ro rang khéng?
v Cau van co bat dau bang td ngu chi hanh déng
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khéng?

/ Tiéu st ¢ cho biét nhiing ky nang giai quyét réc
rdi clia ngudi viét khong?

Quyét Tam

Viét resume hay la diéu thiét yéu dé tim viéc. D6 la
codng cu ty quang cao quy vi cung vai kinh nghiém
cho chd nhan tudng lai. Vay hay dé né phuc vu
quy vi! Job Search Journal (Nhat Ky Tim Viéc),
Resume Guide (Hudng Dan Viét Ti€u S Viéc Lam)
va nhling &n pham khac clia DCS c¢6 sén tai Trung
Tam Nghé Nghiép Day Bu (One-Stop Career
Center) nay. Cling ¢6 hang loat héi thao nham
cung céap cho quy vi thém nhiéu gdi y viét van va
nhung ban mau resume rét hay.

Pay la dang mau thudng dung nhat -
resume theo tho ta thoi gian.
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